59

ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

JOB TITLE:  SCHOOL SECRETARY
REPORTS TO:  Principal

SUPERVISES:  N/A

QUALIFICATIONS:
.

1. High school diploma or equivalent.

2. Minimum of three (3) years of successful diversified office experience preferred.

KNOWLEDGE, SKILLS AND ABILITIES:

1. Considerable knowledge of office practices and procedures, grammar, spelling, system policies and procedures, and business correspondence. 

2. Knowledge of simple accounting and bookkeeping procedures. 

3. Ability to exercise independent judgment. 

4. Excellent interpersonal skills to include ability to maintain professionalism during stressful situations and work with a diverse group of stakeholders.
5. Ability to use computer and multiple software programs.

JOB GOAL:

To ensure the smooth and efficient operation of the school office so that the office and school administration can have maximum positive impact on the education of it’s students.
PERFORMANCE RESPONSIBILITIES:

1. Answer phone.
2. Administer medicine to students.
3. Compose and type routine correspondence and memoranda including disciplinary letters to parents, School Board, and Superintendent's office.

4. Prepare reports required from the principal.

5. Furnish information and assistance to students, parents, teachers, and other parties.

6. Supervise student assistants in the performance of similar or related work, if assigned.

7. Communicate effectively with the public, staff members, students, parents, administrators and other contact persons using tact and good judgment.

8. Assist the Registrar when necessary.

9. Process free and reduced lunch forms.

10. Manage daily transportation changes.

11. Maintain confidentiality regarding school/workplace matters.


12. Participate in assigned training programs offered to increase skill and proficiency related to assignment.

13. Exhibit interpersonal skills as an effective team member.

14. Participate in cross-training activities as required.

15. Perform other tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:

Light lifting may be required.
TERMS OF EMPLOYMENT:

Salary and benefits shall be paid consistent with the system's approved compensation plan. Length of the work year and hours of employment shall be those established by the system.

EVALUATION:

Performance of this job will be evaluated a minimum of once each year.

It  is the policy of the Alexander City Board of Education that no person shall, on the grounds of race, color, disability, sex, religion, creed, nationality, origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under program, activity, or employment.  
Signature: ______________________________________________ Date: _________________

Approved by Human Resources: ____________________________ Date: _________________
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